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OBJECTIVE:
Holding a responsible position and accepting challenge that would utilize my skills & capabilities to their best and impart me with exposure for self-development & sustained growth. A dedicated team player, flexible operational approach and committed to achieve the organizational goals. 
SUMMARY
· Dynamic career of 14 year reflecting pioneering experience and year on year success.

· Data validation & handling bulk data.

· Validate the PAN India Dashboard.

EMPLOYMENT SUMMARY:
· Worked at Nano Biotech Pvt. Ltd. (Largest self test manufacturing industry in Asia) Amritsar as Graphics Designer since November 2000 to September 2010

· Worked at MAXX Advertisers, Amritsar as a Graphic Designer Since Oct 10 to Sept-11.

· Working at M/s Ziqitza Healthcare limited (108 Emergency Services), as a MIS (Management Information System) Executive-Operations from Sept.-11 to till date.

JOB RESPONSIBILITIES:
· Prepare Dashboards for Operational Parameters 

· Validate the 108 Pan India Dashboard and share the observation to HO 

· Prepare Functional Reports, Government Reports etc.

· Prepare Operation Expense summary reports.

· Data Analytical from CAD to Manual Report.

· Work in Crystal Reports

· Designing Pamphlets for Medicinal products.

· Working with advertisement team for designing and promotion product

· Assistance of web developers in draft page designing.

· Designing export quality packaging material layout.
AWARD/REWARD & REORGANIZATIONS:
· Best Back Office Supporting Staff Certificate. 
· Achieve Outstanding Performance Award & Certificate from Health Minister Punjab Sh. Surjit Kumar Jaiani
ADDITIONAL RESPONSIBILITY:
· Reporting of 108 PAN India & 181, 104 Punjab.
ADDITIONAL SKILLS REQUIRED:
· LAN / WAN Managing & Maintaining Network Devices. 

· Windows Installation & Implement Policies.

· Troubleshooting for Windows OS
TECHNICAL PROFICIENCIES:
· Graphic: Adobe Photoshop, Corel Draw. 

· Operating Systems: Windows 98 / 2000 / 2003 / XP / 7

· Networking Associate: LAN, WIFI, Secured Network implementation

· Network Administrator: Microsoft Certified Systems Associate-2003, (MCSA) 

· Hardware: Installation, Troubleshooting & Maintenance  

· Tools: Microsoft Office Suite (Word, Advance Excel, PowerPoint, Outlook).
EDUCATIONAL QUALIFICATION:
· Graduate 
PERSONAL INFORMATION:
Father’s Name

:
S. Balkar Singh

Languages Known
:
Hindi, English & Punjabi 

Marital Status

:
Married
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